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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 2923 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 2 of 173 
MDTA Asset Control and Damage Recovery - Policies 

Record Series Content Contains policy language and binders for the excess property insurance policies as well as the 
information for the self-insurance portion of the MDTA coverage. 

Record Series 
Function 

Support the Trust Agreement that a book of insurance must be kept on our infrastructure. The 
official version of these records is maintained by the State Treasurer's Office. 

Organization/ 
Arrangement 

Chronological by renewal calendar year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF 

Volume (file drawers, 
gigabytes, etc.) 

3 boxes 
Approximately 1 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1/ 2 of 1 box 
Approximately 25 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements None 

Date Span 2007-2010 

Completeness/Gaps Complete 

Schedule Item Number 1 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 10 years and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. J^*y 

Records Series Title: Page 3 of 173 
MDTA Asset Control and Damage Recovery - Insurance 
Deductible Invoices 

Record Series Content Contains MDTA claims that have deductibles due on them. Received quarterly from the State 
Treasurer's Office. 

Record Series Function Track and reimburse the State Insurance Trust Fund our deductible for claims paid by self-
insurance. 

Organization/ 
Arrangement 

Chronological by quarterly receipt and payment 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF 

Volume (file drawers, 
gigabytes, etc.) 

1 box 
Approximate: 50MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 box 
Approximate: 15MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 

Audit Requirements Subject to internal audits 

Date Span 2014 - current 

Completeness/Gaps Complete 

Schedule Item Number 2 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 3 years and then destroyed. 

Justification for 
Permanent Retention 

None 

3 

(To be completed by DGS/Records Management Division) 



D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION SCHEDULE 

Schedule No. ' J^j . 'b 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 4 of 173 
MDTA Asset Control and Damage Recovery - Yearly 
Insurance Survey 

Record Series Content Contains data and information regarding the monetary values of the MDTA buildings and their 
contents, fleet vehicles, marine vessels, and fine art. 

Record Series 
Function 

Assists with self-insurance evaluation and claim handling. 

Organization/ 
Arrangement 

Chronological by calendar year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

3 - 4 Boxes 
Approximately 50 MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

< 1 box 
Approximately 10 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2008 - current 

Completeness/Gaps Complete 

Schedule Item Number 3 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 3 years and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION SCHEDULE 

Schedule No. ^U^CiPl 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 5 of 173 
MDTA Asset Control and Damage Recovery - Yearly 
Renewal Documentation for MDTA Policies 

Record Series Content Contains the data and documentation requested from the insurance brokers to renew our 
agency policies (includes infrastructure inspection reports). 

Record Series Function Data that is provided to the brokers to procure the excess insurance policies to protect our 
infrastructure against catastrophic losses (weather events, terrorism, etc.). 

Organization/ 
Arrangement 

Chronological by calendar year - policies renew in December of current year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

4 - 5 boxes 
Approximately 50 MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 box 
Approximately 10 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2010-current 

Completeness/Gaps Complete 

Schedule Item Number 4 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained 3 years and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. ^ C W ^ 

(To be completed by DGS/Records Management Division) 

Records Series Title: 
MDTA Asset Control and Damage Recovery - Closed 
Insurance Claims 

Page 6 of 173 

Record Series Content Folders containing the documentation involved in the recovery process of claim and the copy of 
the reimbursement check. 

Record Series 
Function 

Track the damages that have been reimbursed or pursued in the past years. 

Organization/ 
Arrangement 

Chronological by date of loss 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF 

Volume (file drawers, 
gigabytes, etc.) 

1 0 - 1 5 boxes plus 3 filing cabinet drawers 
Approximate 1GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

2 - 3 boxes 
Approximate 50MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span January 2014 - current 

Completeness/Gaps Complete 

Schedule Item Number 5 

Retention Hardcopies are scanned to Maryland State Archives standards and are then destroyed. Scans 
and born-digital records are retained for 3 years and are then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: 
MDTA Asset Control and Damage Recovery - Inventory 
Transaction Form (141 Forms) 

Page 7 of 173 

Record Series Content Contains the information and location of purchases of fixed assets. 

Record Series 
Function 

Forms track the purchases of all fixed assets. 

Organization/ 
Arrangement 

Numerical by barcode asset number 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF 

Volume (file drawers, 
gigabytes, etc.) 

5 drawer filing cabinet 
Approximately 2 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 drawer 
Approximately 30 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span Approximately 2005 - current 

Completeness/Gaps Complete 

Schedule Item Number 6 

Retention Hardcopies are scanned to Maryland State Archives standards and are then destroyed. Scans 
and born-digital records are retained at facility for 3 years or until after all audits have been 
completed, whichever is longer. Then digital version is stored on physical media, transferred to 
the State Records Center for an additional 3 years, and then destroyed. Local digital version is 
destroyed after physical media is created. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION SCHEDULE 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 8 of 173 
MDTA Asset Control and Damage Recovery - Missing 
and Stolen Forms 

Record Series Content Contains listing and police reports for all items that have been declared missing and/or stolen. 

Record Series 
Function 

Documents all items reported to Department of General Services (DGS) as missing and/or 
stolen. 

Organization/ 
Arrangement 

Numerical by DGS Control Number 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF (last 2 years) 

Volume (file drawers, 
gigabytes, etc.) 

1 cabinet drawer and 5 - 1 0 boxes 
Approximately 1 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 box 
Approximately 25 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements 3 years and/or Office of Legislative Audits (OLA) audit cycle 

Date Span 2010 - current 

Completeness/Gaps Complete 

Schedule Item Number 7 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained at facility for 3 years or until after all audits have been 
completed, whichever is longer. Then digital version is stored on physical media, transferred to 
the State Records Center for an additional 3 years and then destroyed. Local digital version is 
destroyed after physical media is created. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION S C H E D U L E 

Schedule No. 2 .^2^ 

(To be completed by DGS/Records Management Division) 

Records Series Title: 
MDTA Asset Control and Damage Recovery - Excess 
Property Declaration Forms (EPDs) 

Page 9 of 173 

Record Series Content Contains documentation and photos of all fixed assets as they move through the disposal 
process. This includes all Govdeals.com dealing (sellers and buyer certification, buyer's 
information, payment information, and printed emails) and recycling documentation. 

Record Series 
Function 

Documents all assets approved for disposal within MDTA. 

Organization/ 
Arrangement 

Chronological by Department of General Services (DGS) control number 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

1 0 - 1 5 boxes and 5 drawer filing cabinet 
Approximately 1 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 - 3 boxes 
Approximately 25 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements 3 years and/or Office of Legislative Audits (OLA) audit cycle 

Date Span 2010 - current 

Completeness/Gaps Complete 

Schedule Item Number 8 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained at facility for 3 years or until after all audits have been 
completed, whichever is longer. Then digital version is stored on physical media, transferred to 
the State Records Center for an additional 3 years, and then destroyed. Local digital version is 
destroyed after physical media is created. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. ^ ^Yj/b 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 10 of 173 
MDTA Asset Control and Damage Recovery - Inventory 
Annual Reports 

Record Series Content Reports for the Department of General Services (DGS) on the capital equipment (land, 
buildings, and real estate) acquisitions made and sales, storeroom values, and missing and 
stolen reports for the past fiscal year. 

Record Series Function Complies with yearly DGS requirement. 

Organization/ 
Arrangement 

Chronological by fiscal year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

2 - 3 boxes 
Approximately 1 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1/ 2 of 1 box 
Approximately 15 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements 3 years and/or Office of Legislative Audits (OLA) audit cycle 

Date Span 2008 - current 

Completeness/Gaps Complete 

Schedule Item Number 9 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained at facility for 3 years or until after all audits have been 
completed, whichever is longer. Then digital version is stored on physical media, transferred to 
the State Records Center for an additional 3 years, and then destroyed. Local digital version is 
destroyed after physical media is created. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 2.^)7-^) 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 11 of 173 
MDTA Asset Control and Damage Recovery - Annual 
Storeroom Inventory Reports 

Record Series Content Contains detail count sheets of the inventory process along with the adjustments made and final 
reports and investigation. Adjustment voucher memo included. 

Record Series 
Function 

Meets compliance of Department of General Services (DGS) yearly requirement. 

Organization/ 
Arrangement 

Filed by fiscal year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Excel 

Volume (file drawers, 
gigabytes, etc.) 

8 - 9 banker boxes 
Approximately 2 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 - 2 banker boxes 
Approximately 50 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements 3 years and/or Office of Legislative Audits (OLA) audit cycle 

Date Span 2008 - current 

Completeness/Gaps Complete 

Schedule Item Number 10 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained at facility for 3 years or until after, all audits have been 
completed, whichever is longer. Then digital version is stored on physical media, transferred to 
the State Records Center for an additional three years, and then destroyed. Local digital version 
is destroyed after physical media is created. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. ^° \L^ 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 12 of 173 
MDTA Asset Control and Damage Recovery - Annual 
Sensitive Items Inventory 

Record Series Content Contains all documentation that was used to assist in the physical counts and reconciliation of 
the sensitive items located at the MDTA in the inventory system (includes Police items). 

Record Series 
Function 

Meets compliance with yearly Department of General Services (DGS) requirement of sensitive 
inventories. 

Organization/ 
Arrangement 

Chronological by fiscal year then alphabetical by facility 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word, Excel 

Volume (file drawers, 
gigabytes, etc.) 

2 - 3 boxes 
Approximately 1 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 box (10 folders) 
Approximately 15 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements 3 years and/or Office of Legislative Audits (OLA) audit cycle 

Date Span Approximately 2014 - current 

Completeness/Gaps Complete 

Schedule Item Number 11 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained at facility for 3 years or until after all audits have been 
completed, whichever is longer. Then digital version is stored on physical media, transferred to 
the State Records Center for an additional 3 years, and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION SCHEDULE 
Schedule No. Qj^CiSl^ 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 13 of 173 
MDTA Asset Control and Damage Recovery - Physical 
Inventories (3-year cycle) 

Record Series Content Contains the documentation that was used and obtained while conducting MDTA-wide physical 
inventories. 

Record Series 
Function 

Reconciliation of the data against the inventory system. 

Organization/ 
Arrangement 

Chronological by fiscal year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word, Excel 

Volume (file drawers, 
gigabytes, etc.) 

2 - 3 boxes 
Approximately 2 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 box 
Approximately 30 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements 3 years and/or Office of Legislative Audits (OLA) audit cycle 

Date Span Approximately 2014 - current 

Completeness/Gaps Complete 

Schedule Item Number 12 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained at facility for 3 years or until after all audits have been 
completed, whichever is longer. Then digital version is stored on physical media, transferred to 
the State Records Center for an additional 3 years, and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION SCHEDULE 

Schedule No 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 14 of 173 
MDTA Asset Control and Damage Recovery - Monthly 
Claim Control Logs 

Record Series Content Data and documentation on values of claims opened and closed monthly. 

Record Series 
Function 

Meets criteria for reconciling financial records and claims database monthly. 

Organization/ 
Arrangement 

Chronological 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

1 box paper 
100+GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

12 digital folders per fiscal year 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2009 - current 

Completeness/Gaps Complete 

Schedule Item Number 13 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 3 years and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION S C H E D U L E 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 15 of 173 
MDTA Audits - Audit Reports 

Record Series Content Final Audit Reports by or on behalf of MDTA Audits. 

Record Series 
Function 

The reports provide management documentation of audit results. 

Organization/ 
Arrangement 

Chronological by fiscal year, then audit number (e.g. 2019-01, 2018-06) 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: PDF 

Volume (file drawers, 
gigabytes, etc.) 

1.5 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

2,000 KB 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2008 - current 

Completeness/Gaps Complete 

Schedule Item Number 14 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 10 years and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 16 of 173 
MDTA Audits - Audit Work Papers 

Record Series Content Final audit documentation prepared and maintained by MDTA Audits, the content of which has 
been designed to meet the circumstances of each audit engagement. 

Record Series 
Function 

Audit documentation is the principal record of the auditing procedures applied, evidence 
obtained, and conclusion reached by the auditor in the engagement. 

Organization/ 
Arrangement 

Chronological by fiscal year, then audit number (e.g. 2019-01, 2018-06) 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: PDF, Word, Excel 

Volume (file drawers, 
gigabytes, etc.) 

29 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

2.5 GB 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2011 - current 

Completeness/Gaps Complete 

Schedule Item Number 15 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 7 years and then destroyed. 

Justification for 
Permanent Retention 

None 

I 

16 



D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 7.̂ \7-̂ > 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 17 of 173 
MDTA Audits - Special Review or Investigation 
Documentation 

Record Series Content Information, records, work papers, and reports gathered or created related to a project, special 
review, or investigation in which an audit report may or may not have been issued. 

Record Series 
Function 

Documentation of the auditing procedures applied, evidence obtained, and conclusion reached 
by the auditor in the engagement. 

Organization/ 
Arrangement 

Investigations are organized by date allegation received at MDTA. Special projects and reviews 
have named folders. 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

Some records may be restricted under Maryland Annotated Code General Provisions Sections 
4-311, 4-335, 4-337, and 4-339 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: PDF, Word, Excel 

Volume (file drawers, 
gigabytes, etc.) 

8 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 GB 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2012 - current 

Completeness/Gaps Complete 

Schedule Item Number 16 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 7 years or until all court actions have been completed, 
whichever is later, and audit requirements have been met and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION SCHEDULE 

Schedule No. ^0^]^ 

(To be completed by DGS/Records Management Division) 

Records Series Title: 
MDTA Audits - Records for Other Auditors 

Page 18 of 173 

Record Series Content Miscellaneous records created or provided by MDTA Audits to auditors performing audits related 
to MDTA. 

Record Series 
Function 

Document records created or provided to MDTA Audits to auditors performing audits related to 
MDTA such as Office of Legislative Audits (OLA) or MDTA's Financial Statement Auditors. 

Organization/ 
Arrangement 

Alphabetical by requesting auditors then chronological by year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

80 MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

20 MB 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2013 - current 

Completeness/Gaps Complete 

Schedule Item Number 17 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 3 years or until all requirements have been met, whichever 
is later, then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 7.^2.^ 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 19 of 173 
MDTA Audits - Budget and Fiscal Planning Record 

Record Series Content Audit plan, budget estimates, leave request, training request, requisitions and purchase orders. 

Record Series 
Function 

Document audit plan, budget estimates, leave requests, training requests, requisitions, and 
purchase orders. 

Organization/ 
Arrangement 

Alphabetical by category then chronological by fiscal year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: PDF, Word, Excel 

Volume (file drawers, 
gigabytes, etc.) 

360 MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

100 MB 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements Office of Legislative Audits (OLA) 

Date Span 2014 - current 

Completeness/Gaps Complete 

Schedule Item Number 18 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained at facility for 3 years or until after all audits have been met, 
whichever is later, and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
RECORDS M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: 
MDTA Audits - General Files 

Page 20 of 173 

Record Series Content Notes, computations, excess copies of materials, and other miscellaneous documents that have 
been created to support daily operations of the MDTA Audits Director. 

Record Series 
Function 

Miscellaneous documents created to support daily operations by the Director. 

Organization/ 
Arrangement 

By category then fiscal year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: Word, Excel, PDF 

Volume (file drawers, 
gigabytes, etc.) 

80 MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

30 MB 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2014 - current 

Completeness/Gaps Complete 

Schedule Item Number 19 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained at facility for 3 years or until after all audits have been met, 
whichever is later, and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. QyW,!^ 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 21 of 173 
MDTA Audits - Audit Finding Database 

Record Series Content Access database of audit findings. 

Record Series 
Function 

Provide updates to management and Audit Committee regarding management's progress in 
implementing corrective actions. 

Organization/ 
Arrangement 

Numerical by audit number and alphabetical by auditee 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: Access database 

Volume (file drawers, 
gigabytes, etc.) 

4,500 KB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1,200 KB 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements Semiannual updates to Audit Committee 

Date Span 2011 - current 

Completeness/Gaps Complete 

Schedule Item Number 20 

Retention Records are retained at facility for 3 years or until after all audits have been met, whichever is 
later, and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION SCHEDULE 

Schedule No. ^0 \VS 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 22 of 173 
MDTA Business Planning, Policy and Performance -
Strategic Planning 

Record Series Content Includes strategic plans, business plans, work/action plans, etc. 

Record Series 
Function 

The plans are updated through the years (Strategic Plan 3-5 and Business Plan is done each 
year). This information is used for historical purposes and research. Files are used weekly. 
Record copy is maintained by MDTA Business Planning, Policy and Performance (BP3). 

Organization/ 
Arrangement 

Chronological by year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word, Excel 

Volume (file drawers, 
gigabytes, etc.) 

1 file drawer 
1.7 GB Strategic Plan 
4 MB Business Plan 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

1 folder per year 
212.5 MB Strategic Plan 
50 KB Business Plan 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements None 

Date Span 2011 - current 

Completeness/Gaps Complete 

Schedule Item Number 21 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 10 years and then destroyed with the following exception: 
plans documenting MDTA's evolution over time will be offered to Maryland State Archives. 
Reference copies, non-record duplicates made for ease of access, are destroyed when no 
longer needed for current business. 

Justification for 
Permanent Retention 

Most records have no permanent value but plans of significance, identified on a case-by-case 
basis, may illustrate MDTA's historical evolution. 

I 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 7_^7-̂ > 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 23 of 173 
MDTA Business Planning, Policy and Performance -
Data Reports 

Record Series Content Includes Managing for Results (MFR), Maryland Transportation Plan (MTP), Annual Attainment 
Report (AAR). 

Record Series 
Function 

Supporting documentation for mandated reports for the State of Maryland and Maryland 
Department of Transportation. 

Organization/ 
Arrangement 

By report type and yearly submission 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: PDF, Word, Excel 

Volume (file drawers, 
gigabytes, etc.) 

2 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

500 KB 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2011 - Current 

Completeness/Gaps Complete 

Schedule Item Number 22 

Retention Records are retained for 5 years and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 24 of 173 
MDTA Business Planning, Policy and Performance -
Special Reports 

Record Series Content Includes topical research, benchmarking studies, special analyses, transportation industry 
reports, survey reports, etc. 

Record Series 
Function 

These are referred to in other research and projects that move forward. They are often 
supporting documentation for the Strategic and Business Plans for MDTA. 

Organization/ 
Arrangement 

Alphabetical by topic 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: PDF, Word, Excel 

Volume (file drawers, 
gigabytes, etc.) 

1 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

< 200 MB 

Current Location MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2013 - current 

Completeness/Gaps Complete 

Schedule Item Number 23 

Retention Records are retained for 5 years and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 25 of 173 
MDTA Business Planning, Policy and Performance -
Public Hearing Final Reports 

Record Series Content The final report of the comment period(s) for toll rate setting. 

Record Series 
Function 

Provide documentation and support or opposition to a toll increase. Provided to MDTA 
Executive Office and MDTA Board for decision making. 

Organization/ 
Arrangement 

Chronological by public hearing date 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: Word 

Volume (file drawers, 
gigabytes, etc.) 

1/2 of 1 file drawer 
Approximate: 30MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

Inconsistent - public comment periods are only done during the toll rate setting process 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span 2011 - current 

Completeness/Gaps Complete 

Schedule Item Number 24 

Retention Records are retained for 20 years and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION SCHEDULE 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 26 of 173 
MDTA Civil Rights and Fair Practice - Business 
Programs 

Record Series Content Reports required by the Governor's Office of Small, Minority and Women Business Affairs 
(GOSBA) that include: 

Information concerning the contracts awarded to Minority Business Enterprises (MBE), Veteran-
owned Small Business Enterprises (VSBE) 
Subcontracts by classification 
Payment compliance reports 
The annual GOSBA MBE Procurement Report 
The STATESTAT MBE report 
MBE waiver reports 
VSBE Reports 
Small Business Reserve (SBR) Program Strategic Plans 
SBR Operations and Effectiveness Summaries 

Records retention Code of Maryland Regulations (COMAR) requires that the contract files for 
the above programs be maintained from the date of final payment under the contract unless a 
longer period is otherwise specified in the contract. 

Record Series 
Function 

The records serve as original documents, materials, and correspondence as they relate to the 
program activities of the contract required by laws, regulations, policies, and procedures. These 
programs are governed by the State Finance and Procurement Article of the Maryland 
Annotated Code, Board of Public Works Advisories, COMAR, US Department of Veteran Affairs, 
GOSBA, and MDOT procedures. Record copy is maintained by MDTA Civil Rights and Fair 
Practice (CRFP). 

Organization/ 
Arrangement 

Numerical by contract number, which references contract type 

Indexing System Indexing system within Access and iFMIS is unique by contract type (e.g FT-0000-000-000, KB-
0000-000-000, SV-0000-000-000, AE-0000-000-000/0, etc.) 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper, Bound Binders, File Folders, File Jackets 
Digital: PDF 

Volume (file drawers, 
gigabytes, etc.) 

176 active contract folders 
Approximately 32 closeout boxes 
Approximately 15 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

Varies by the number of documents per contract starting with the Procurement Review Group 
(PRG) through contract closeout 
Approximately 3 GB 
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D E P A R T M E N T O F G E N E R A L SERVICES Schedule No. 2°\V> R E C O R D S M A N A G E M E N T DIVISION 2°\V> 
R E C O R D S I N V E N T O R Y A N D RETENTION S C H E D U L E (To be completed by DGS/Records Management Division) 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 
MDTA Computer Network - Shared Drive 

Audit Requirements Subject to internal audits 

Date Span Approximately 2005 - current 

Completeness/Gaps Complete 

Schedule Item Number 25 

Retention Hardcopies are scanned to Maryland State Archives standards and then destroyed. Scans and 
born-digital records are retained for 5 years after close out or until all audits are complete, 
whichever is later, and then destroyed. Indexing data is deleted once the associated file is 
destroyed. Reference copies, non-record duplicates made for ease of access, are destroyed 
when no longer needed for current business. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY AND RETENTION S C H E D U L E 

Schedule No. T ^ V 1 ) 

(To be completed by DGS/Records Management Division) 

Records Series Title: 
MDTA Civil Rights and Fair Practice - Complaints of 
Discrimination Title VII 

Page 28 of 173 

Record Series Content Original complaint forms, correspondence, and disposition on employees of the MDTA. Files 
also include Affirmative Action Plan correspondence. 

Record Series 
Function 

Files maintained are records of discrimination complaints, inquires, and investigations. These 
files are maintained to comply with federal, State, and Agency regulations in regards Title VII. 

Organization/ 
Arrangement 

Numerical by case number 

Indexing System None - staff manually searches files when accessed. 

Restrictions (Law or 
Regulation Citation) 

Restricted for confidentiality: 

Exemption 3(A)(i) [Freedom of Information Act (FOIA)] for withholding information prohibited 
from disclosure by another statute, including denial of access to Title VII, Genetic Information 
Nondiscrimination Act (GINA) and Americans with Disabilities Act (ADA) charge files when the 
requester is not a party to the charge and Equal Employment Opportunity (EEO) survey reports 
Sections 706(b) and 709(e) of Title VII, Section 107 of the ADA and Section 207 of GINA for 
prohibiting disclosure of Title VII, GINA and ADA charge files to third parties prior to the 
institution of a proceeding (legal action) under Title VII, GINA or the ADA involving such 
information 
Section 709(e) for prohibiting disclosure of EEO survey reports prior to the institution of a 
proceeding under Title VII 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

7 boxes 
208 MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

3 boxes 
50 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 - EEO Office 
MDTA Computer Network - Shared Drive 

Audit Requirements Maryland Department of Budget and Management (DBM) Office of the Statewide EEO 
Coordinator 

Date Span 2012 - current 

28 



D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 'Xp^Lh 
(To be completed by DGS/Records Management Division) 

Completeness/Gaps Complete 

Schedule Item Number 26 

Retention Records are retained in office for 3 years, are then transferred to State Records Center for an 
additional 10 years, and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

RECORDS INVENTORY A N D RETENTION SCHEDULE 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: 
MDTA Civil Rights and Fair Practice - Americans with 
Disability Act (ADA) Title I Program Records 

Page 30 of 173 

Record Series Content Requests for Reasonable Accommodations, medical documentation, memoranda, forms, 
pamphlets, and general correspondence. 

Record Series 
Function 

Files maintained are records of reasonable accommodation requests and dispositions, types of 
accommodation, and inquires. These files are maintained to comply with federal, State, and 
Agency regulations in regard to the Americans with Disability Act (ADA) Title I. 

Organization/ 
Arrangement 

Alphabetical by employee's name 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

Restricted for confidentiality: 

Exemption 3(A)(i) [Freedom of Information Act (FOIA)] for withholding information prohibited 
from disclosure by another statute, including denial of access to Title VII, Genetic Information 
Nondiscrimination Act (GINA) and Americans with Disabilities Act (ADA) charge files when the 
requester is not a party to the charge and Equal Employment Opportunity (EEO) survey reports 
Sections 706(b) and 709(e) of Title VII, Section 107 of the ADA and Section 207 of GINA for 
prohibiting disclosure of Title VII, GINA and ADA charge files to third parties prior to the 
institution of a proceeding (legal action) under Title VII, GINA or the ADA involving such 
information 
Section 709(e) for prohibiting disclosure of EEO survey reports prior to the institution of a 
proceeding under Title VII 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: Word 

Volume (file drawers, 
gigabytes, etc.) 

1 box 
5.54 MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

< 1 box 
1 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 - EEO Office 
MDTA Computer Network - Shared Drive 

Audit Requirements Maryland Department of Budget and Management (DBM) Office of the Statewide EEO 
Coordinator 

Date Span 2011 - current 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION SCHEDULE 

Schedule No. 7- 3 

(To be completed by DGS/Records Management Division) 

Completeness/Gaps Complete 

Schedule Item Number 27 

Retention Retain in office for 3 years and then destroy records not having any administrative or legal 
significance. Records bearing ongoing administrative or legal value will be screened annually 
and destroyed when no longer needed for current business. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 32 of 173 
MDTA Communications - Executive Correspondence 

Record Series Content Contains letters and other related correspondence which requires the Executive Director's 
and/or Chairman's Signature. Digital material is contained within the Intranet Quorum (IQ) and 
Executive Correspondence System (ECS) environments. This would contain the incoming letter, 
response letter draft, signed response letter, and any attachments and/or backup material 
required. Correspondence received since 2013 was merged into IQ system, though earlier 
electronic correspondence remains in the Workflow Correspondence System maintained as 
legacy data on the MDOT TSO mainframe. 

Record Series 
Function 

Both systems are utilized to track and maintain pertinent case records relating to the initial 
correspondence received. 

Organization/ 
Arrangement 

By unique case numbers in IQ system searched by subject name 
Office copies chronological by month 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

1 complete file drawer 
617 MB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

Approximately 300 - 500 pieces of correspondence 
2.72 MB 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 - MDTA Communications 
IQ System 
MDTA Computer Network - Shared Drive 
MDOT The Secretary's Office (TSO) mainframe 

Audit Requirements Subject to internal audits 

Date Span 2006 - current 

Completeness/Gaps Complete 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No.
 r\OQjl^ 

(To be completed by DGS/Records Management Division) 

Schedule Item Number 28 

Retention Hardcopies are scanned to Maryland State Archives standards, maintained 1 year, and then 
destroyed. Digital records are retained for 10 years and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. ^JJ)\Q^ 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 34 of 173 
MDTA Communications - Public Information Act (PIA) 
Requests 

Record Series Content Contains letters and other related documents which require the signature of specific staff 
members identified in MDOT's PIA Policy. These records were saved to the MDTA shared drive 
prior to late 2015, when the recordkeeping mechanism shifted to Intranet Quorum (IQ) file 
management software. 

Record Series 
Function 

Records document the response to PIA requests. IQ is utilized to track and maintain pertinent 
case records relating to the initial incoming request for records. This system contains the 
incoming request, signed response letters, cost worksheets, approvals, and emails to requester 
that contain the response document(s) if applicable. 

Organization/ 
Arrangement 

By unique case numbers in IQ system searched by requester name 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

Presence of Personally Identifiable Information (Pll) 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Hardcopy: Paper 
Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

1 complete file drawer 
Approximately 4 GB (3,000 individual files) 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

Approximately 166 PI As 

Current Location 2310 Broening Highway, Suite 150, Baltimore, MD 21224 - MDTA Communications 
IQ System 
MDTA Computer Network - Shared Drive 
MDOT The Secretary's Office (TSO) mainframe 

Audit Requirements Subject to internal audit 

Date Span 2010 - current 

Completeness/Gaps Complete 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION SCHEDULE 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Schedule Item Number 29 

Retention Hardcopies are scanned to Maryland State Archives standards and uploaded to IQ system, then 
destroyed when case is closed. Born-digital content is uploaded to IQ system and then 
destroyed when the case is closed. Digital records within the IQ system are retained for 10 
years from closure of case and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION SCHEDULE 

Schedule No. 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 35 of 173 
MDTA Communications - News Releases 

Record Series Content Contains MDTA news and information released to the news media and general public. 

Record Series 
Function 

Communicate MDTA initiatives and projects to the media and public. 

Organization/ 
Arrangement 

Chronological by year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: PDF, Word, Website 

Volume (file drawers, 
gigabytes, etc.) 

1.2 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

8 0 - 1 5 0 MB 

Current Location MDTA Computer Network - Shared Drive 
MDTA Website: http://mdta.maryland.gov/News/News_Center_Main.html 

Audit Requirements Subject to internal audits 

Date Span 2002 - current 

Completeness/Gaps Complete 

Schedule Item Number 30 

Retention Records are stored on MDTA website for 2 years and are then removed. The local copy is 
retained for 30 years and then transferred to the Maryland State Archives. 

Justification for 
Permanent Retention 

Used for future articles and research/support. Allows for consistency. Provides a snapshot of 
MDTA's outreach and response to public interest across time. 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. 7. °\ 7_ S 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 37 of 173 
MDTA Communications - Traffic Advisories 

Record Series Content Contains MDTA traffic related information released to the news media and general public. 

Record Series 
Function 

To keep public informed. Constantly refers back to older news releases for research/ historical 
purposes. 

Organization/ 
Arrangement 

Chronological by year 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: PDF, Word 

Volume (file drawers, 
gigabytes, etc.) 

1.2 GB 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

Approximately 100 - 160 MB 

Current Location MDTA Computer Network - Shared Drive 
MDTA Website: http://mdta.maryland.gov/news/MDTA_Traffic_Advisories 

Audit Requirements Subject to internal audits 

Date Span 2005 - current 

Completeness/Gaps Complete 

Schedule Item Number 31 

Retention Records are stored on MDTA website for 2 years and are then removed. The local copy is 
retained for 15 years or until project is completed, whichever is later, and then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No.
 /\J)\/)J^ 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 38 of 173 
MDTA Communications - Agency Photos 

Record Series Content Still imagery of facilities and historical events. 

Record Series 
Function 

Used for internal and external multimedia and print communications. 

Organization/ 
Arrangement 

Chronological by date or alphabetically by event 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: JPEG 

Volume (file drawers, 
gigabytes, etc.) 

1 TB comprising more than 10,000 photos 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

50 GB 

Current Location Record Copy: MDTA Computer Network - Shared Drive (Media Photo Archive) 
Online Access Copy: Flickr 

Audit Requirements Subject to internal audits 

Date Span 1990 - current 

Completeness/Gaps Complete 

Schedule Item Number 32 

Retention Online access copies, non-record duplicates made for ease of access, are destroyed when no 
longer needed for current business. Record copy images are retained on-site in the digital 
archives for 15 years and are then destroyed with the following exception: images documenting 
MDTA's evolution over time will be offered to Maryland State Archives. 

Justification for 
Permanent Retention 

Most records have no permanent value but photographs of significance, identified on a case-by-
case basis, may illustrate MDTA's historical evolution. 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. ^LPWJj 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 39 of 173 
MDTA Communications - Employee Photos 

Record Series Content Includes documentation of awards, promotions, and retirements. 

Record Series 
Function 

Used for internal publications and to provide an image of the occasion to the recipient. 

Organization/ 
Arrangement 

Chronological by date 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: JPEG 

Volume (file drawers, 
gigabytes, etc.) 

1 TB comprising more than 10,000 photos 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

50 GB 

Current Location Record Copy: MDTA Computer Network - Shared Drive (Media Photo Archive) 
Online Access Copy: Flickr 

Audit Requirements Subject to internal audits 

Date Span 1990-current 

Completeness/Gaps Complete 

Schedule Item Number 33 

Retention Image is provided to relevant employee. Online access copies, non-record duplicates made for 
ease of access, are destroyed when no longer needed for current business. Record copy 
images are retained on-site in the digital archives for 5 years and are then destroyed. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION SCHEDULE 

Schedule No. ^ 

(To be completed by DGS/Records Management Division) 

Records Series Title: Page 40 of 173 
MDTA Communications - Agency Videos 

Record Series Content Moving imagery of facilities and historical events. 

Record Series 
Function 

Used for internal and external multimedia communications. 

Organization/ 
Arrangement 

Chronological by date or alphabetically by event 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: DVD, MP4 

Volume (file drawers, 
gigabytes, etc.) 

1 TB comprising more than 300 recordings 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

200 GB 

Current Location Record Copy: MDTA Computer Network - Shared Drive (Media Photo Archive) 
Online Access Copy: Vimeo and YouTube 

Audit Requirements Subject to internal audits 

Date Span 1995 - current 

Completeness/Gaps Complete 

Schedule Item Number 34 

Retention Online access copies, non-record duplicates made for ease of access, are destroyed when no 
longer needed for current business. Record copy videos are retained on-site in the digital 
archives for 15 years and are then destroyed with the following exception: videos documenting 
MDTA's evolution over time will be offered to Maryland State Archives. 

Justification for 
Permanent Retention 

Most records have no permanent value but videos of significance, identified on a case-by-case 
basis, may illustrate MDTA's historical evolution. 

I 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S I N V E N T O R Y A N D RETENTION S C H E D U L E 

Schedule No. /2,&\\S\ 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 41 of 173 
MDTA Communications - Training Videos 

Record Series Content Documents agency work processes. 

Record Series 
Function 

Internal training. 

Organization/ 
Arrangement 

Chronological by date or alphabetically by event 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: DVD, MP4 

Volume (file drawers, 
gigabytes, etc.) 

1 TB comprising more than 300 recordings 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

200 GB 

Current Location Record Copy: MDTA Computer Network - Shared Drive 
Online Access Copy: Vimeo and YouTube 

Audit Requirements Subject to internal audits 

Date Span 1995 - current 

Completeness/Gaps Complete 

Schedule Item Number 35 

Retention Record copy videos are retained for 5 years or until training content is no longer relevant, 
whichever is later, and are then destroyed. Online access copies, non-record duplicates made 
for ease of access, are destroyed when no longer needed for current operations. 

Justification for 
Permanent Retention 

None 
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D E P A R T M E N T OF G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S INVENTORY A N D RETENTION S C H E D U L E 

Schedule No. XP\\}^ 
(To be completed by DGS/Records Management Division) 

Records Series Title: Page 42 of 173 
MDTA Communications - Employee Videos 

Record Series Content Includes documentation of awards, promotions, and retirements. 

Record Series 
Function 

Used for internal presentations and provides a copy of the video for the recipient. 

Organization/ 
Arrangement 

Chronological by date 

Indexing System None 

Restrictions (Law or 
Regulation Citation) 

None 

Formats (bound book, 
microfilm, pdf, tif, etc.) 

Digital: DVD, MP4 

Volume (file drawers, 
gigabytes, etc.) 

1 TB comprising more than 300 recordings 

Annual Accumulation 
(file drawers, 
gigabytes, etc.) 

200 GB 

Current Location Record Copy: MDTA Computer Network - Shared Drive (Media Photo Archive) 
Online Access Copy: Vimeo and YouTube 

Audit Requirements Subject to internal audits 

Date Span 1995 - current 

Completeness/Gaps Complete 

Schedule Item Number 36 

Retention Record copy videos are retained for 5 years and are then destroyed. Online access copies, 
non-record duplicates made for ease of access, are destroyed when no longer needed for 
current operations. 

Justification for 
Permanent Retention 

None 
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